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APPLICATION FOR RECORDS RETENTION SCHEDULE [, OFFICE OF THE SECRETARY OF STATE |

RECORDS MANAG EMENT DIVISION
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INSTRUCTIONS: See Publtcatnon No 76-—- IM—1 for mstruct:ons on completmg thls form. Forward smgr\ed ongmal to
! Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attentlon Schedulmg Section. - -
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[ _F FORAGENCYUSE | 1. Agency Addls" R A hecgap”s__MAﬁE?:{é@f usE

Apphication Date . Georg'[a orts AUthOY"I t-y ' . Apphcatnon Nhrr;ber T
8/01/79 Administration Division, Port Police 7q \ 35

lm,, /01779 | Post Office Box 2406 A 11oo
\ Application Number ’ Savannah . Georgi a 31402 ' Date Hecewed Date Completed

| 74 AUG -6 1g7g | AUB 13 1978

'.?_I;;rwn to Contart ) 7 ' R Workmg Tli!e T T ;«Ephuo_r; mhber i

William L. K11roy, Jr. Ch1ef of Port Po11ce 0ff1ce 964 1721 211

~ i s eih S

3. Act:on Requeated .
a. ¥ Estabusn Retention Schedulée: record will continue to accumulate.
b. D Dispose of present accumulation; no further accumulation anticipated.

_¢. . Amend ApplicationNo. . __ . . . Check One: 0} Change; (1 Supercede; [J Void _ e
t 4, Daies of Series 5. Remrds Series Title (followed by title used in off:ce if different]
Earliest Latest

1978 L__TO Date G P.A. Employees' Fingerprint Cards
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r& D.ﬂs:gn and Office Funct on h Whét is the functlon of the Dmsu'on ahd the Offnce in Whlch this record serles is created?

The Port Police Department is reSpons1b1e for véhicle secur1ty (1ssuance and maintenance

of all decal records, logging of non-registered vehicles, processing of incoming and out-
going trucks), internal security (conducting record checks for all new personnel, periodic
testing of security procedures for integrity, investigation into background for Port Police
personnel), physical security (conducting rolling patrols and regular key patrols through
all areas of the Port). 'Maintain fire prevention systems, conduct fire prevention and

fire fighting training for Port Police personnel. Enforces traffic ordinances, develops
and maintains parking plan and maintains 1iaison with other agencies; example, Coast

Guard, F.B.I., G.B.I., Customs including surveillance, investigation and pilferage

act1v1t1es.
o o - U

7. Recosd Senes Desmpuon This h!e contams the foiiowmg documents (mciude form numbers and r:rles if any} |

Attach samples of the file,
Documents relating to: ~ ~ Fingerprints taken of all G.P.A. personne]
included are: One fingerprint tardfpgr person for all divisions with exception
B - of Port Police Department. Two fingerprint cards are used per
person for Port Police personnel. :
File is arranged: Alphabetically by name of employee.

'8. Monthly Reference Rate  How often are records referred to whéch are: #P_ﬂw#vﬁiﬂaﬁ‘ﬁ“" T
One to six monthsold "~ __: Seven to twelve monthsold ___. ~ . _..; Thirteen to twenty-four monthsold ___ —_____;
twenty-five manths and older 0_.7? for current emp'l oyees .

9. }\H;I-;lgl Rate of Accufulation of Rerords T ' h e T T
Letter-size drawers . . _; Legal size drawers .. JL.,.,__, Shelves e iamn; Other {spec.rfy} S J
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| YES | NO | 10, Quemonnasre Llace an “X"int the _proper eolumn) e R R
. Is this the offuc:al copy of the series?
0. N Jj,noj whereisit? o i |
" be Does the series conta:n' confldentialf mformatton requiring security handhng? If yes, cite law or reg.ulat:on
| ‘Z:? 'Is'tt;:saa vntai record? _H_T‘ﬂ“ﬂi ﬁ.,_,_% . _ T R N - _:h: wwwww '*:j
[ X _| _d. Does this series have historical or long term research value? e
e, When one or two documents in the file make it necessary to keep the entire file for a long period, cOuId these
L X | _documents be scheduied separatelv?. _ e e
L1 X | _f, s the information contained in this series ever oubhshed? H f ves. anachiqu,u__y, S, S
g. 1s the information contained in this series ever ana!yzed and/or recorded in a summarized report?
L} X 1 vesattachcooy. ..
h. Is there a duplication of this se Jleé %v?ur office, ar in another office or agency?
L X 1 1 tves.wherey r-8.1. and G.B U
X ] i tsthisseries fora margmaman of it} reqularly microfilmed? S S
L_ .t X 1 i Does the record series result i inacomouterorintout? _ .
11. Retention Requirements t The foltowing requiras the series to be kept:
a, State Law ——e_.__Years. d. Audit period e YRATS,
b. Statute of limitation . . _ -~ Years. __e. Administrative need —_— ~.years.
¢, Federsliaw = T . __vems.  {. Federalretentioninstructions __ . years.

Attach copy or excerpt of laws or regulations. Explain administrative need.

In accordance with requirement for terminated personnel files for employment.
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Anmoved DISDOSItIOﬂ lnstructlons This agencv recommends that'the“ftle series be cut off at the end of each:
o "7 O Calendar Year: (O Fiscal vear; (X Other Upon termination of —_.then,
‘ : : v e " émployee
3 Holid in the current files area e month(s) . . _ fear(s} then o
D) Transter to local holding area, hold 7.7--*-year{s) then :
O Transfer to State Records Center: hold . _ __yearls); theﬂ

0J Destroy. |
{0 Transfer to State Archives for permanent retention. '

& Other {Specify) See below.

Hold in current files area until employee is terminated. Upon termination of emp]oyee,
forward fingerprint card to the Personnel Office to be consolidated with the employee's
personnel file. :
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NOTE Two fingerprlnt cards are used per perSOn for Port Police Personnel Upon termination*
forward 1 fingerprint card to Personnel Office to be placed in employee 8 personnel
file; destroy the 2nd copy of the fingerprint card.

These instructions apply to all prior and future accumulations of the series.

|7 pate [ Reggrds Managemdnt Officer fs;gnaa)'re)f T T Dae ]
.,_-__l”y &/ 7 l/ ;‘ i‘" / &? nﬁg f_ ./_:./,Z ]
¢
_ _ Stata Records Committee fSlgnature) Date

Recommendations inpara- [~ T *—? N et e e e e e
graph 12 are approved. _ State Audutor/Deslgnee / - _ ?"’ / d- |

{If disspproved, attach letter '*‘g’ "”"*‘""‘""“ T T
of explanation.) Sni,.. 7?

Attorney General/Desngnee - / 3’
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